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Step One:  Logging Onto ITWS
Logging onto ITWS 
Requires Enrollment in 
the ITWS System and 
Permission to Access 
the Cost and Financial 
Reporting System 
(CFRS). 



To Log On 
1. Enter User Name
2. Enter Password
3. Click “Login”



Step Two: Download the Cost 
Report Templates For FY 2008-2009

Download The Most Recent Detail Cost
Report Template.

Download The Most Recent Summary Cost
Report Template.



Second Click 
on “Cost & 
Financial 

Reporting” 
Option

First Click on “Systems” Link



Then Click  on  
“Templates”

First Click on “CFRS 
Information” Tab



To Download Detail And
Summary Templates

Right Click on “Templates”

To Download Detail and 
Summary Templates

Right Click on “Template”



Click “Save
Target As”Click “Save 

Target As”



Step Three: Rename and Complete 
The Cost Reports

Rename & create a copy of the Detail
Cost Report Template for each Contract
Provider Legal Entity.
Rename & create a copy of the Detail
Cost Report Template for the County Legal
Entity.
Rename & create a copy of the 
Summary Cost Report Template.



Where Will You Save
The Templates?

Complete the File Naming Process

Then Save



Fiscal Year 2008-2009 Naming 
Conventions

Summary County Cost Report:
CFRS_20082009_8900000B.xls

Detail Cost Report for County Legal Entity:    
CFRS_20082009_8900089B.xls

Detail Cost Report for Legal Entities
by Number: CFRS_20082009_8909989B.xls



Summary Cost Report

County Cost Report

Contract Provider/Legal Entity 
Cost Report For FY 2008-2009

This is how the Excel files will look 
before conversion to a single 

“Submittal Zip File”



Highlight All Files

Click on “FILE”
Click on “NEW”
Click on “COMPRESSED
(ZIPPED) FOLDER”



Click on “File”
Click on “New
Compressed
(zipped) Folder”
Click on “Rename”



Highlight all cost report files for FY 2008-
2009
Go File drop down menu
Choose “New”
Go to Compressed (zipped) Folder
Click on Rename – Use most current file 
naming convention for this file

Step Four: Zip All Excel Files 
And Create a Submittal File



Type New File Name Like This
Then Press “Enter”



Files Will Look Like This



Highlight All Files



Highlight All Files then click and hold to 
drag and release the Cost Report
Files Into the “SUBMITTAL ZIP FILE”



The Files Are Now “Zipped”
You Have Created a Submittal File that contains all 
of the county legal entity files, the county detail file, 

and county summary file .



STEP FIVE:  Upload Cost Reports

Upload Cost Reports To DMH
Through the Information Technology
Web Server (ITWS).



Click on “Systems” Then  Click on “Cost and
Financial Reporting”



Click on “Functions” tab,  then Click on
“Transfer Files (Upload & Download)”.



Click on “Add”

Sample County

SAMPLE COUNTY

S 
S
S

S

S

S



Single Click on “File” (This Will Highlight
The File)  then Click on “OK”



Click “Upload”

SAMPLE
SAMPLE

S 
S



Click on “OK”

SAMPLE



This Message Indicates A Successful Upload.

S



Helpful Hints For County Analysts New 
To Cost Reporting

• Get to know your assigned DMH analyst.

• The analyst will help you with questions you may have about the cost reporting process.

• Work with the county provider legal entities to expedite their submission of completed 
Detail Cost Reports on a timely basis.

• Complete the Provider Update Form for legal entities identified as invalid by the automated 
Error Message Report Edit D052 .  Failure to have all legal entities Medi-Cal (M/C) certified 
could result in M/C units being considered non-M/C units not eligible for FFP 
reimbursement.

• Make sure to work with the most current version of the cost report template online.  As the 
template is updated it will be necessary to use the most current version throughout the 
process.

• Send in the required paper copies of the County Detail and Summary Cost Reports and 
Certification.

• Always maintain fiscal records to verify the data in your cost reports. The DMH auditors 
will visit and audit all counties cost reports in the future. Having backup documentation will 
be necessary for audit purposes.
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